
, GEORGIA DEPARTMENT OF HUMAN REWURCES 
OFFICE OF ADMINIS> RATiVE SERVICES 1 RECORDS MANAGEMEN_TIUNF--- ._ 

APPLICATION FOR RECORDS RETENTION SCHEDULE 
- -IoL----.--."-- -.-_ _- -- ___T-^--- - 
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Date Completed 

= - ~ ~ -  
1. GEORGIA DEPARTMENT OF HUMATESOURCES 

Office of District Programs 
Child Development Section 
618 Ponce de Leon Avenue, N.E.  
Atlanta, Georgia 30308 

.l_l 
DHR-32 

. P.non to Con- Working Title 

Ms. Mary Frances Radcliffe Administrative Officer 894-5681 
_.--:..i 7-----_y___ __ - 
. AcrwnReqwrted .. 0 Enablirk ~~~~h -b: - will w n t i n w m  .cQImuIII1,. 

b. 0 Dicpocs of pnsnt aewmuktion; M further accumulation mticiwted. 
c. BAnmnd Application NO. 75-10-A _- ChckOne: churge; 0 Suprosdr; 0 Void 

name of ' section and f i l e s  series t o  show: 
Child Development 

-. ~~ _ _ ~ . - _ . . _ _ -  ~ 

6. R.orwdc Serb  T i  lrolkrred by uck usd Jn Onior; if dlffwantl 

Child Development T i t l e  XX Program Files -- -_-_-I 

Wtut is the function of th. Division ud the Wia in which this mmrd rrier ia mated? 

. Dam ot S n i s  

r ibn 

. Divirion JLd oft& Funaion 
-- 

____- -____ -_I----___ - -- . Rmrdr ares W i p t i o n  
Documents relating to. 

mu ftk conoina rho following documma (indud. f x b % - m d  r/r&s, HmyJ: Attach smples of the file. 

Included am: 



. . . . .  ......... ............ - - - - .. . - I - -__  -.--. .... -.-- .............. .... 
d. Does thh a r i a s  h w  hiRorial or low turn msirfh ulu? ... -.--.------i--- .............................. ._ 
a. Wh.n OM or (WD documents in th. f i b  m k e  It r*ot58y to kmp th mtln file for a long period, muld thaw documents I 

- ........... -_ . ̂. . . . . . .  .. _ _  1 . .  
__-_ ..... ..x1.- - -I--_ --- 1. h s  the mord a r b  mul t  in a compunr printout? 

fheri Instruction8 p p ~ y  to a11 prior and futun .ccumu~ations of the ariea. 



. . . - .. . .  ~~ . ... .. . .. ~~ 

Atantion: Scheduling Semion. 

Title XX Administration - Contract Ser- 
DHR-135 

.. 
0 ErabliA Retention Scheduk; nard will continue to accumulate. 
O Oirwrr of msani a ~ ~ ~ m u ~ a t i o n ;  no fwd~r accumulation anticipated. 

,$! 
b. 

5r.rlkst bnst : 

. .  - -  . - -  CONTRACT SERVICES TITLE XX PROGRAM FILES 1971 Ito date 2 

L MvWn riid Wla Function 

itle XX, of the Social Security Act, is a law which provides social services such as day care, 
oster care, protective services to abused and neglected children anil adults; and meals to - 
he elderly in the community. 
oals of Title XX services are: self-support; self sufficiency; preventing abuse and 
eglect; preventing unnecessary institutional care; and providing institutional care when 
ecessary. Persons eligible for Title XX services are: recipients of aid to families with 
ependent children (AFDC); recipients of supplemental security income (SSI); and individuals 
ith low income. - 
ontract Services Unit is responsible for the purchase of services for low-income families 
nd individuals. These services are provided to current, former, and potential recipients 
f public welfare; for developing policy procedures, recommending policy changes, and mak- 
ng determination that services purchased comply with Federal regulations. 
I. Reewd Serbs Domipdon 

Whri is the fqndon of @a Oivirion and tha Mia in which this record win IS created? 

In Gegrgia, Title XX programs are administered by DHR. The 

This fib contains the followin documents /inc/ud. form numbanand tiaes, if any]: 
Attach samples of the file. * Documents relating to: administering the Title Programs throughout Georgia. 

Included, but not limited to, are: PROPOSAL, showing pertinent information about the pro- 
gram -- name, location, mailing address, to whom reimbursement checks should be sent, and 
breakdown by squrce of proposed budget, number of clients to be served and age-range of 
those clients; 
fic goals and objectives of the program in education, nutrition, medical and dental care, 
social services and parent involvement; 
resumes; job description for each position; organizational chart; Advisory Committee - 
giving definition, responsibilities of, bylaws, and Committee members by name and address; 
detail of the provisions for in-service training of project staff; fringe benefit state- 
m n t ;  detailed budget of personnel costs by name, job classification, rate of pay, hours 
of work, net sslary, fringe benefits, total salary; budget summary - total for all ser- 
yice delivery sites for personnel, travel, supplies, equipment, rent, other, and totab 

thereunder, by subject matter (in caps) in 
$he pattern as shown above. 

detailed information as to what service is intended to accomplish; speci- 

program staff by name and position; personnel 

Fikirarranged: alphabetically by name of program; 
7" 

L Monthly Refmna Rate Hew often are records referred to which are: 

Ona to six monthro~ monthly -; Swn to M I V ~  rnonthioldmonthly ; flriRWrI to twenw-four months old 
;rurenw:fid months and older alfy - 

LprJzr  d r m s  18 ; wl-un arawerr ; %elm- 

_- - I ~. % -  

- - I. Annual Ram# Aaumul on ot R w r d ,  ! , 
; Omer (sueifyl_- - 



State Archives personnel have evaluated these 'records and have 
requested that  they be scheduled for  permanent retention. 
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1Z pwrclo+ Dhpodtion Instrudons ' _This mcy recomMnditbat dw fib =r ia  bi M OH at the md of mch: ' ~ - - . ~ . ^ 1 _ . . . = - -  . 
1. . .  ~. . ~ 

, ~ .. ., - 
then, ~ .... ........ . . . . . . . . .  . .  r ~. . . ~ ~~ 
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vesr(s); then .. 

. .  
a Tranrlw to Statr Aamrds Center; hold 

. .  . 
, -  

~~ 

. . . . .  , . .  . . . . . . .  
C.Trshsfw to S t i t a ' k d r i ~  for pirmanent?atentidK ' .  - . -  

-pD Other (SprCHLl 'Transfef ~ to S t a t e  A r k h i v e s  ~f0r"permanent . . -. reten 
foryears ending Tin -1 and 6; deskroy'all' f i l e s ~ f o r  all o t h e  
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-,a. -Application for Records Retention Schedule 

Georgia Department of Human Resources 
CONTRACT SERVICES TITLE XX PROGRAM FILES Page 3 

Continuation page 

7. cash costs; detailed budget by travel, supplies, equipment, rent and other 

letter of commitment from organiza- 

fidelity bond, with attachments showing employees covered 

supplement showing anticipated recipients at 

expenses; list of donor individuals 
and organizations by name and address; 
tions and individuals for matching funds; annual State License for operation 
of the facility; 
by name and position; 
the Civil Rights Act of 1964: 
named service delivery site by age group of children, number of children, 
average hours of care per child, child hours per day, required ratio of child 
hours to care-giver hours, caregiver hours required, and caregiver staff re- 

cation for Participation (Special Food Service Program for Children); letters 
of commitment for health care for recipients (health center and physician); 
letters of endorsement for operation of facility in meeting the needs of the 
community for recipients; 
surance on the building and equipment at location where service is operated. 
CONTRACT between DHR and Contracting Agency and Contract Information Sheet 
showing legal name of provider of services, address, telephone, description 
of services to be provided, designated areas to be served, criteria for de- 
termining eligibility of clients, number of clients to be served, beginning 
and ending dates for contracted services, donors of local funds by name, 
amount of contract request, and amount of State administrative fee. CORRE- 
SPONDENCE relating to the program. LICENSING - Re-licensing Summary and Recom- 
mendations (covers survey made for health and safety of facility with timetable 
for correcting deficiencies). Monthly ELIGIBILITY REPORTS shows number of 
clients served by category (XX-AFDC/XX-SSI/MAO) . MONITORING REPORTS (Federal 
Interagency Requirements) encompass a check list for evaluating suitability of 
facilities, health and nutrition services, training of staff, parent involve- 
ment, administration, staff -to child ratios, posted information, child care 
attendance report, child care service folder inspection report, letters in 
answer to requests far services to benefit clients, and check list for fiscal 
monitoring with Monthly Statement of Receipts end Expenditures-Title XX. 
RECEIPTS & EXPENDITURES REPORTS, a summary and detailed listing of all cash 
receipts and all expenditures for the month. 

list of equipment now owned by service; 

statement of assurance of compliance with Title VI of 

. quired; daily schedule showing time period with activity, sample menus; Appli- 

and confirmation of fire and extended coverage in- 

, 



APP~tCAT'$ElN FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS See Publiotion 'No. 76-RM-1 for instrunions on completing this form. Forward signed original to 
Department of Archives and Hirrory, Records Managsment Division, 330 Capitol Avenue, Atlanta, Georgia, 303%. 
Atmntion: Scheduling Section. 

L 

DEPARTMENl OFFICE OF TnE SECRETARY OF STATE 
A~CH,VES*ND n,STORY 

RECORDS MANAGEMENT DIVISION 

Ise --- 
ppliarion Drre 

3/22/76 
i)Dliaiian Number 

DHR-41 

..vrn,ny I I". 

1. Agency Address FOR RECO 
Department o f  Human Resources  Awlicatiog 

-gL3 Z L J  
T i t l e  X X  A d m i n i s t r a t i o n  

618 Ponce d e  Leon 
C o n t r a c t  Services U n i t  I-%..- P :.."A n 

-. . . _, IE' - --61976 
L 

Tdephona Numbr 

- I- 

John liowell C h i e f  894-5681 _- I. Action Rbquened 
1. 
b. 
0 Ertabiisn Retention Schedule; record will continue to accumulate. 
0 Dispose of prewnt accumulation; no funher accumulation anticipated. 

_I_ 
Check One: 0 Change; Q Supercede; 0 Void 

(fallowed by title used in office: if different) 

1971 1 t o  d a t e  --L.-.- 
I. Oirlrlon and Wia Function What is the  funnion of the Division and the Office in which this record series IS created? 
T i t l e  XY o f  the S o c i a l  S e c u r i t y  A c t  i s  a law which p r o v i d e s  s o c i a l  services s u c h  a s  day c a r e ,  
foster c a r e ,  p r o t e c t i v e  services to abused and n e g l e c t e d  children and a d u l t s  and meals  t o  
the e l d s r l y  i n  your community. 
Depdrtment o f  Human Resources .  
mf f ic iency ,  preventing abuse  and n e g l e c t ,  p r e v e n t i n g  unnecessary i n s t i t u t i o n a l  c a r e ,  p r o v i d -  
i n g  i n s t i t u t i o n a l  c a r e  when n e c e s s a r y .  Persons e l ig ib l e  for T i t l e  XX services a r e ;  recipient 
of ' a i d  to f a m i l i e s  w i t h  dependent  children (AFDC) , r e c i p i e n t s  of supplementa l  s e c u r i t y  i n c o n s  

In Georgia T i t l e  XX programs are a d m i n i s t e r e d  b y  the Georgia 
T h e  g o a l s  of T i t l e  XX services a r e ;  s e l f - s u p p o r t ,  self-  

f S S I ) ,  i n d i v i d u a l s  w i t h  l o w  income.  . _  

.- * 
(See A t t a c h e d  Sheet) 

+- 
. r :  - - . Remrd Srles Description 

Documents relating to: the e s t a b l i s h m e n t  and a d m i n i s t r a t i o n  of p u b l i c  a s s i s t a n c e  service programs 
(Day Care Centers, Senior Cit izen Centers, Drug Treatment  Centers, etc.) as c o n t r a c t e d  to  
service o r g a n i z a t i o n s  (Model C i t i e s ,  p u b l i c  school s y s t e m s ,  etc) by the Department of Human 

T h i s  file contains the following documents (incIud8 form numbenand titles, if any): 
Attach samples of the file. 

ResouI 
for the papers  
p e r t a i n i n g  t o  the b y  Federal  
r e g u l a t i o n s  ,to --r 

, (cont inued-page 3) see d--o~cm 6 L +  

File is  arranged: n u m e r i c a l l y  b y  control numbers ass igned  b y  u n i t  or 
a l p h a b e t i c a l l y  b y  c o n t r a c t  name. 

.. 

es .. 

j 
i 

b\\ _II _-_ 
I. Monthly Referena Rate 

One to SIX months old 

I. Annual R i t a  of Acarmuladon of Rmrds 
Letter-rim drewers ; Legsliizc drawers ;Shelves 
Program - 20 
F i s c a l  - 10 

How often are records referred to which are: 
5 ; Thirteen to twenty-four months old l o  . Seven to twelve months old ' 10 

--- 

- 
twentv-five months and older 2 ? 

;Other Imcify) ' 

.- - 3 - w - n .  RW. 70 



-I_- . 

b. Does tha sarias contain confidential information requiring recurin/ handling? If yes, cite law or regulation. 

h. I s  there a duplication of this Fries in your office, or in another office or agency? 
X Cont rac t ing  Agency 

d. Audit period 
e. Administrativr need b. Strtuta of limitation 

c. FIdarrl law f. Federal retention instructions 3 -years. 

Attach wpy or e x u r t  of laws or regulation*' Explain ad;ministrative need. 

-..- 

. .. 
0 Hold in the currmt files area monthb) yearb); then 

0 Transfw to State Records Center; hold 

0 Transfer to State A rd r iw  for permanent retention. 

Program F i l e s _  th includes programs proposed b y  not f u n d e d )  -Cut -o f f  f i f e  a t  the end o f  each  
WPLP%LU " \ u s. 

' ' f i s c a l  year;  h o l d  i n  c u r r e n t  f i l es  
area 1 gear; then retire to  S t a t e  . 
Archives for permanent retention. 

Lha* sCv"ir0S P ' b * d  
W o n i t o r i n g  II-...--___ __.___ F i l e s  .. ...- '. . Cut-of f  f i l e   at^ the end o f  each  

f i s c a l  year;  h o l d  i n  c u r r e n t  f i l es  
area 1 year;  then. transfer t o  the 
S t a t e  Records Center, h o l d  for 5 

. . years ;  then d e s t r o y .  
.* .~ . . .  , I  

There inarucrions apply to a i l  prior and future accumulations of the series. 

graph 12 are approved. 
(If diappmved, attach letter 



T ' ~  , b < -  . .  
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%' T i t l e  X X  A d m i n i s t r a t i o n  
t o z t r a c t  Services U n i t  
6:s ?once d e  Leon 
.:zian t a ,  Ga i 1 

'.i ' '.:+a?.rtmen.: of @man R e s o u r c e s  ' Page 3 

, 
=5 ( c o n t i n u e d )  

cgntrzct  Services U n i t  i s  responsible f o r  the p u r c h a s e  o f  services for  low- income 
i a . e l i e s  and  i n d i v i d u a l s ,  w h i c h  a r e  p r o v i d e d  t o  c u r r e n t ,  f o r m e r  and p o t e n t i a l  
r e c i p i e n t s  of p u b l i c  w e l f a r e ;  for d e v e l o p i n g  p o l i c y  m a t e r i a l ,  recommending  p o l i c y  
c.+anges, and make d e t e r m i n a t i o n  t h a t  services p u r c h a s e d  c o m p l y  w i t h  F e d e r a l  
r e j u l a t i o n s .  

= 7  ( c o n t i n u e d )  

Program Fi les  t o  i n c l u d e  b u t  n o t - l i m i t e d  to are: 1 
~ 

1. C o n t r a c t  Proposa l  

. 

a .  
b. 
C .  
a. 
e. 
f .  
9. 
h. 
i. 
j. 
k. 
2 .  
m. 
n. 

P- 
9. 
r .  
S .  

t. 
U .  
V. 

0. 

W .  

Service D e l i v e r y  Sites 
Service D e f i n i t i o n  
Program S t a f f  
A d v i s o r y  Committee 
S t a f f  T r a i n i n g  
D e t a i l e d  b u d g e t  - Personnel costs 
Donor i n d i v i d u a l s  & o r g a n i z a t i o n s  
S t a t e  l i c e n s i n g  r e q u i r e m e n t  
F i d e l i t y  Bond' 
Assurance o f  c o m p l i a n c e  w i t h  T i t l e  V I  o f  the C i v i l  R i g h t s  A c t  o f  1964 
S t a t e m e n t  o f  Comparable  R e n t  
C e r t i f i e d  C o s t  S u p p l e m e n t  .- 
Equipmen t  S u p p l e m e n t  R e q u e s t  
P u b l i c  B u i l  d- ing-Cer t i  f i e d  C o s t  
my C a r e  iupplement -Summary  
Employee  C l a s s i f i c a t i o n  
Contract Services Merit S y s t e m  C l a s s i f i c a t i o n  
C l i e n t s  R e c e i v i n g  Services R e p o r t  Form 
Report on E l i g i b i l i t y  S t a t u s  o f  C l i e n t s  Served 
C o n t r a c t  Services Personnel Work Sheet 
T i t l e  X X  Service 
Request for F i n a n c i a l  Information/duthoriztion to  Release Information/ 
C e r t i f i c a t i o n  o f  F i n a n c i a l  I n f o r m a  tion 
F a m i l y  A p p l i c a t i o n  for T i t l e  XX S o c i a l  Services (WS/SSS-462)  

2 .  C o n t r a c t  Be tween  DHR and C o n t r a c t i n g  Agency  

a .  N o t i f i c a t i o n  o f  Contract for P u r c h a s e  o f  Services. DCS/SSS(2)-227 
b. C o n t r a c t  I n f o r m a t i o n  Sheet 

c 



1 I s  * 

d 

Eepartment  o f  Human R e s o u r c e s  
T i t l e  X X  Adninis trat ion 
C o n t r a c t  Services U n i t '  
618 Ponce d e  Leon 
A t l a n t a ,  Ga. 

I ! I 

97 ( c o n t i n u e d )  
) 4 O U ' I k V l k  : ! '76- I,ZLQ- c--+c&. sevu;cr 5 r L L h t ; b c \  

__ '1 _ -  F i l e s  t o  i n c l u d e  b u t  not l i m i t e d  t o  a r e :  

' 1. F i s c a l  
~. . 

a.  C e r t i f i e d  Personnel C o s t  Record 
b. Month ly  R e p o r t  o f  C e r t i f i e d  Cost 
c. C e r t i f i e d  C o s t - P u b l i c  B u i l d i n g  

e.'Report o f  Equipment  Loss or Damage 
f .  R e q u e s t  for Budget  E x p e n d i t u r e  T r a n s f e r  
9. Mon th ly  S t a t e m e n t  o f  R e c e i p t s  and E x p e n d i t p r e s  - T i t l e  Xx 
h. Nonthly E x p e n d i t u r e s  - Equipment and other e x p e n d i t u r e s  
i. S t a t e m e n t  o f  Comparable Rent 

. .  

. .  

.i 
d .  Equipment Purchase  Approval  R e q u e s t  I .  ~ 

2. M o n i t o r i n g  

a .  M o n i t o r i n g  R e p o r t  
b. R e q u e s t  o f  Funds 
c. Equipment  Control Sheet ' 

d. Persona l  Service Records  
e. C l i e n t  E l i g i b i l i t y  Control Sheet 
f. Client A t t e n d a n c e  Control Sheet 

#ll ( c o n t i n u e d )  .- 
E x e c u t i v e  O f f i c e  of the P r e s i d e n t ,  O f f i c e  o f  Management and B u d g e t ,  October 19, 1971, 
C i r c u l a r  A-102, A t t a c h m e n t  C. 

, .  

" F i n a n c i a l  r e c o r d s ,  s u p p o r t i n g  documen t s ,  s t a t i s t i c a l  r e c o r d s  
and a l l  other r e c o r d s  pertinent to  a g r a n t  program s h a l l  be 
retainted for a p e r i o d  o f  three y e a r s .  

a. T h e  r e c o r d s  shal l  be r e t a i n e d  beyond the " three -year  
p e r i o d  i f  a u d i t  f i n d i n g s  have not been r e s o l v e d " .  

S t a t e  Archives Personnel h a v e  e v a l u a t e d  the f i l e  series and h a v e  r e q u e s t e d  t h a t  
"Program" documents  (not "F i sca l " )  be r e t i r e d  t o  S t a t e  Archives. 

, I  

Georgia  S t a t u t e  3-705 (4361) S i m p l e  contracts i n  w r i t i n g  . .  

A l l  a c t i o n s  upon p r o m i s s o r y  notes, b i l ls  of exchange ,  or other s y m p l e  c o n t r a c t s  
i n  w r i t i n g  s h a l l  be b r o u g h t  w i t h i n  s i x  y e a r s  a f t e r  the same s h a l l  h a v e  become d u e  
and p a y a b l e .  



Dept. of I-hnran Resources 
Division of C o m d t y  Services 
Contract Services U n i t  

ESTbBLISf i  DISPOSITION STANDARD; DISPOSE OF PRESENT ACSUVIJL 4 ? I C : . ;  
R E C O R D  WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATP; 

1971 to  date lCONTRAcr SERVICES PROGRAM FEFORT FILES 

' O. What is the function of the office in which this record series is created? 
The Division of C d t y  Services i s  responsible f o r  acbrcinistering, supervising and rep- 
l a t h g  non-medical service programs directed to  the indigent and youth of the State. These 
services include the licensing of Day C a r e  Centers; the placing of fos te r  and adoptive chil- 
dren: and for providing counseling services in the areas pertaininp t o  the delivery of com- 
munity social services. 

Contract Services Unit is  responsible for the purchase of services for low-incorne families 
and individuals, which are provided to  current, former and potential  recipients of public 
G l f a r e ;  for developing policy material, recommending policy changes, and mke determination 
+ht services pcxhased wwly wet? Federal regdat ions . 
- 

1  this file contains.the following documents (include form numbers snd titles, if any, 
and file arrangement 1. 

Documents re la t ing t o  the Establ ishent  and administmtion of public assistance service 
programs (Day C a r e  Centers, Senior Citizen Centers, Dru~ Treatrent Centers, etc.), as 
contracted t o  service organizatians (Model Cities, public 
Department of H u m n  Resources, 

Included .but not limited to ,  are: 
p r o p ,  costs and recomnded services to  be prformed, contract for service, papers per- 
taining to  the progress of on-going propam,  mx6toring reprts as required by Federal 
regulations to  record adherence to guidelines, and; supparting doamnts .  

school systms,  etc.), by the - - ~. . 
~~ ~~ -~ . .  . ~~ . . - .  

~~ . 

~~ ~~ .~ -. 
~~ - 

proposals bi narrative f o m t  describing the need for the 

- 

ass igned 
F i l e s  are  '&ranged by?pmpm control numbers. 

. .  .I .. .~ . k  . .  .. . - . ,  . 



PME 1 

Y 6s-r NO 
cc, . i.. < 4 ,  -. - ~ -~I_- --2= - 

II 
P I C r T s z = - - - * M - -  -. 

QUESTIO"AIRE  PI.^. .. .-.. 1. ,&. re~r.n. 1, I. - Y E S . -  ,I.... . .w. tn  

13. Is t h i s  t h e  Record Copy of t h e  s e r i e s ?  1 t R' l -  [ J, 
- ' [XI -1 

. ,  

. .  
: ., 14.  1s) there  a dupl icat ion cff t h i s  series i n  another o f f i c e  or agency? 

Not identicdl but partial duplication in Division and in Chief's Office. 
15. Is the  info&.ation contained i n  t h i s  s e r i e s  ever summarized o r  published? 

Attach'copy of summary o r  publ icat ion.  
16. Does the  s e r i e s  contain c l a s s i f i e d  information , requi r ing  secu r i ty  handling? 

17. Does t h e  s e r i e s  i n i t i a t e ,  .amend o r  terminate ,agency po l i c i e s  and procedures? 

18. Could the  function be performed i f  t h e  f i les  were' l o s t  o r  destroyed? 

[ 1 [XI 

[ 1 [XI 

[XI  [ 1 

: 19. Is t h e  series (o r  major port ion of it) regular ly  microfilmed? If yes ,  why? [ 1 [XI  

[ '  I, 1x1 
; 21. Does t h e  record s e r i e s  contain documentation produced as EDP pr in tout?  [ 1 rX? 

; 
! 

. .  

: 20. Does the  record s e r i e s  provide data  as input t o  an EDP f i l e ?  

j 

i 22. Has t he  Federal Government issued in s t ruc t ions  governing t h e  retention/dispo- [XI [ 1 
I -  s i t i o n  of these  f i l e s ?  SEE A?TACIIED S I - m  

23. Will ' t he re  be a need f o r  these  records 10, 1 5  years from now? I f  yes ,  what? [ I -  [ X I  
-I_i 

i - - 2b. R E Q U I R E h T S .  

\ a.[]STATE b.[]STATWE OF c.[]AUDIT . d.[]F'EDERAL' e .&]hINISTRATIVE f.P[IHISTORICki, 
/ LAW LIMITATION PERIOD . LAW DEC T s Tort VALUE 

The following requires the f i l e s  t o  be k e p t p m e n t  years :  
~ - 

(Cite  Law, Statute ,  o r  other reason for the  rci.tiitim requirement! 
NnTF.: St& !-&?ve? Perccn~e.1 hme e v d . u ~ ~ c t  th? file series ?Ed h . 9 ~  rum,l.v?stpd th?.+ ., 

records bk retired t o  State Prdl ives.  

[ X I  Hold i n  the  current  f i les area  

. .  

. .. ._ ~ .. .. 

. 
! -  . ,  

SEE ATTACHED SEE3 

~ - - 
(Indicate brief ly  rationale for recomendatiow above/or write  additional remarks) : 

I I 
I 
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1 r . . -  D e m t  of H~-Resour re<  * * 

Division of C&nnmty Services 
k. Contqct Segvices Unit * ' ' 

47 Trinity he . ,  S. W. h. 211-H 
A t l a n t a ,  Ga. 30334 i 

t 

#22 
, 

Page 3 

Executive Office of the President,  Office of Mana-nt and Budget, 
October 19,  1971, C i r c u l a r  A-102, Attachment C. 

"Financial records, supporting documents, statistical records 
and all  other records pertinent t o  a grant pmgam shall be 
retained for a period of three years. 

a. The records sha l l  be retained beyond the tkee-year  
period if audit  findings have not been resolved". 

#25 

Maintenance Insturrtions: 

-4 &tract Services Prow Report Fi les ,  located in the Chief 
of Contwct Service Unit's Office and the Division Level Office 
w i l l  be cut off at the end of the F i sca l  Y e a r  and tmnsferred 
to  the Contract Services Fiscal  Cffice. 

The Contract Services Fiscal Office w i l l  consolidate these files 
bet?? +he f i z c 1  c?ffice's Ccrm-ct SeT?ice Prvgra! P e p ~ t  F i les ,  
retire the fi le to  the State Archives and destroy duplicate f i l e s .  
Destruction of duplicate files w i l l  be covered under Disposition 
Stan- #34, Reference Paper Files.  


